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Item
No. Doieription Retention

1. Eligibility Case Records:

As a minimum, all files in this category contain a DHMH Form 2794
(MPAP) Application) for each year of application. In addition, the
file may contain one or more of the following forms and documents
used in processing each application as required:

o DHMH Forms: 63, 1092, 3008, 3447, 3778, 4026.and 4027.
o MPAP Forms: Request for Additional Information, Notification

of Certification, Alien Inf6rmation, Fraud i
Statement, Notice of Extended Benefits, Requests
for Rental Income Information.

o Internal Revenue Service Forms: 1040, 1040A and W2 '<
o Maryland State Income Tax Return Form 503
o Social Security Administration Forms: 2458 and 4927SM
o Veteran's Administration Form: 21-8332A-1
o Railroad Retirement System Benefit Letter
o Civil Service Commission Annuity Card
o MPAP Forms: Transmittal of Appeal Documents and Brief of

Appellee Case Summary.
o Applicant's request for an appeal hearing.
o (As Appropriate): Notice of Hearing Reschedules

Notices of Hearing Determinations
Notice of Applicant's Withdrawl of Appeal
Notice of Failure of Applicant to Appear
for Hearing.
*

o Memo of Referral-Subject: Request for Field Investigation
and (When received) Medical Care Compliance Administration
Letter: Results of Field Investigation.

V

General Correspondence: -

o Miscellaneous correspondence received by the Maryland
Pharmacy Assistance Program

o Copies of MPAP correspondence dispatched
o ', Program-generated studies
o Projections of enrollment increases -̂
o Financial expenditures and program operating costs
o Proposed legislative and regulatory changes.

1.) Eligibility
Case Records . ,
with no record/
conviction of'.
fraud/theft

2.) Eligibility -
Case Records
with a record/
conviction of
fraud resulting
in a misdemeanor

Destroy
after Three
(3) Years

Destroy"
after Five
(5) Years

Review files periodically

Destroy material when
obsolete
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AGENCY RECORDS INVENTORY

PACE l_or 2

I . DEPARTMENT/ACCNCY
DHMH/MED1CAL JCARE OPERATIONS ADMIN.

T
I..DIVISION

Programs & Liaison
S. UNIT

MARYLAND PHARMACY ASSISTANCE PROGRAM

DETINIT;ON-RECORD SCRIES*A OROUF OF MCLATBD MCCOHOB NORMALLY FILKO AMD USKO AS A UNIT FOR
RKrCRKNCK AS MKLX. AS WKTKMTION AND D I I M 1 I T I C M F I H H I H I •_

4 . RCCORO SCRIES TITUC

Eligibility Case Records

I . EARLIEST YEAR/LATEt/T YEAR,

1O7Q TO CURRENT

• • RECORD SCRIES DESCRIPTION lumlmrL1* DMSCNIBC THC TVPBS O r iHrOMMATIOH/DOCUMKNTV/FOKMS rOUNO
I N THE SCRIES. . IHCLUOI THK rURTOIK OK rUNCTION or TMK •KITfK.'

I

See Attached Continuation Sheet

»

7. RECORD SERIES rORMAT(S)

• LETTER SIZE O MICROriLM

•

UCCAL SIZE • COMPUTER TATS

Bocrm BOOK a ruoerr DISK

O AUDIO TAPE 0 VIDEO TATS

a oTHCR(spccinr)

• • RKOORO SCRIU SEQUKNCC

J ALTHAJVTICAJ.

Q MS4XIIICM.

O CHRONOLOOICAl.

a ecocRAmicAi.

o oncit(srKCirY)

1 1 ' M l . * IS USED
9 DAILY

Acrive Files
0 WEEKLY O MDNTHLY

I . VOLUME

203

9. FILE DRAUCn(Q)
0 MICROFILM ftE£L(Sj

, a coMPtmui TAPKJSJ
Uintmm* a oTHER{B«:cirYi

u . nut

HUMHKB,

I*. AT««UAL ACCUMULATIOH

a TILE DIlAWERfS)

3 5 O MICROlMLM REEL(SJ
RUEn»iTTa COW1TTER TAi»E(B)

, • cfTMTi>(-'iprf i r v )

COOMCS INACTIVE AFTER S e e a « a c h e d

O YEARf<iC'f t i rUWti0nO ICHTH(S)

I I . CUItRENT LOCATION(S) ( B U M . .FLOOR,ROOM)

'Room SS 7-A, Building 201 (O'Connor)
Room LLA3, Building 301

1 4 . I S RECORD SERIES DUPLICATED ELSCWVCRCI

III* VKS, smtcirv AOCNCY OR OFFICK)
o YCS 9 NO

I I . ACCESS RESTRICTIONS O YES O NO
( IF> tmm, CITK L A « ( B ) * miouhATiOMfs) .

Soc.Sec. Admin./DHMH Agreement: Release of SSA Information

l « . AUDIT REQUIREMENTS

O NOMC • STATE O rEDCRAL • I rXDCJPENDCNT

17. IS AN INDEX SYSTEM USED! ( |a> VBS*SKrUk|M '
• RIBFLV AKO DKICRIMI AMY NAIIOaiUI«7»Orr«AMC)

%YKS O NO
Manual/Alpha

I t . RECOMMENDED RKTtHTION
1.) Eligibility Case Records with Three (3) Years

no" record/conviction of fraud/theft

//
••'?'•

:,.ki<(
2.) Eligibility Case Records with

a record/conviction of fraud
resulting in a misdemeanor.

Five (5) Years

<». « TITLE, Or f>R£J»AfCR

\if. ^AKERTPROGRAM MANAGER

a * . TELETHOfOC NUMHCR

JT ;]| ; 225-5392
a i . DATE

July 25, 1989

DCS 110*4 (REVISED » / • ? )
, :s»'4!r*H5i's'>1*^''l^F•*-: •'



CONTINUATION SHEET

ITEM #6: RECORD SERIES DESCRIPTION
Maryland Pharmacy Assistance Program (MPAP) Eligibility Case Records
provide information on all persons who have applied for MPAP certification.
As a minimum, all files in this category contain a DHMH Form 2794 (MPAP
Application) for each year of application. In addition, the file may contain
one or more of the following forms and documents used in processing each
application as required:

o DHMH Forms: 63, 1092, 3447, 3778, 4026 and 4027.
o MPAP Forms: Request for Additional Information, Notification of

Certification, Alien Information, Fraud Statement, Notice of
Extended Benefits, Requests for Rental Income Information.

o Internal Revenue Service Forms: 1040, 1040A and W2
o Maryland State Income Tax Return Form 503
o Social Security Administration Forms: 2458 and 4927SM
o Veterans' Administration Form: 21-8332A-1
o Railroad Retirement System Benefit Letter
o Civil Service Commission Annuity Card

In addition, for persons appealing denial or termination of MPAP eligibility,
the Eligibility Case Record will also contain:

o DHMH Form: 3008
o MPAP Forms: Transmittal of Appeal Documents and Brief of

Appellee Case Summary.
o Applicant's request for appeal hearing.
o (As Appropriate): Notice of Hearing Reschedules

Notices of Hearing Determinations
Notice of Applicant Withdrawl of Appeal
Notice of Failure of Applicant to Appear for
Hearing

For those persons who have been referred to the Medical Care Compliance
Administration (MCOA) for possible fraud or abuse of MPAP eligibility, the
Eligibility Case Record will also contain:

o Memo, of Referral-Subject: Request for Field Investigation and (When
received) Medical Care Compliance Administration .Letter: Results of
Field Investigation.

The purpose of the MPAP Eligibility Case Record is to establish the financial
basis for MPAP eligibility, record issuance and revocation of MPAP
Identification Cards, and status of recertification of applicants. They are the
data source for Program Management and reports and to satisfy inquiries
regarding unit operational efficiency and performance. They may include
records incident to appeals of denial or termination of eligibility, and
referrals to the MCCA involving possible fraud or abuse of eligibility.

# •
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ITEM 12: FILES BECOME INACTIVE:
Cannot be predetermined. Ineligibiiity may result from movement out-of-
State, change in financial eligibility, certification for Medical Assistance,
death, or voluntary request for termination of request for eligibility.

s*



INSTT<VCTICfl3»»TYT>C OR PRINT A
SCPARATC; roRM ron EACH NEW OR
RCVISEO KJCCORO SCRIES. FORWARD

^ ^ T H RECORDS RETENTION BGHUAJLM

I . DEPARTMENT/ACEMCY

DHMH/MEDICAL CARE OPERATIONS ADMIN.

DEPARTMENT OF GENERAL SERVICES
RECORD* MANAGEMENT DIVISION

. 727> WATERLOO ROAD
r.o . BOX°27«

•JCSSUP, MARYLAND 207*4
T

a..DIVISION
Prngranw ft T.iaignn

AGENCY RECOROS INVENTORY

FACE or

>. UNIT
MARYLAND PHARMACY ASSISTANCE PROGRAM

OCriNIT';ON>RCCORO SERIES*A 0NOUF Or MSUATKD RKSOMDM NOftMAULV PILKO AMD USKD AM A UNIT rOR
M r C M N C I AS ••!•* . A» WKTTCNTIOW AMD D I I M I 1 I A O M f U B f l l l l U ^_
• •, 4 . RECORD SERIES TITUC

I
, GENERAL CORRESPONDENCE

I . EARLIEST TEAR/LATEUT YCAn

«. RECORD SERIES DESCRirTION (

See Continuation Sheet

•NlKFUr OCBCNIBK
I N THE SCRIES.

THK Trrca or* inpemuriON/McuMotTi/roRMf rot^to
INCUUOK T H « runrosK on CUMCTION or THK ••iriKr

7. RECORD SCRICS rORMAT(S)

a LETTER SIZE O MICROriLM

fUCCAi. 8IZK Q COMPUTKR TATC

BOU4D BOOK O FLOPPY DISK

Q AUDIO TAPE Q VIDEO TATK

a oTMCR(spccinr) [

• • RKCORO SKMIKS SCOjUKNCX

* ALTHAJBKTICA1.

Q NUMCRICAL

O GHRONOkOaiCAl.

O GKOCRAFNICAi.

a aiHui(sntcinr)

• . VOLUUX

0 riLE DnAUCR(8]
a MICROriLM RECL{9)

^O COMPUTEJl TAitlS)
K C i l = i i rOoTHER{6«:cirr |

It. ANNUAL ACCUMULATION

fj FILE DnAWCR(S)

^ Q MICROriLM REEL(S]

Ktareanr ° COMPUTXR TAPCIOJ
• imfnKpri-irY J

INACTIVi: ATTER See Continuation
O MONTH(S) O TEAR(S) Sheet

I I . M l . * IS USED

Q( DAILY O MOmMUY

IX . nut

HUHBETT

I S . CUDRENT LOCATION(SJ ( B U M . , FLOOR, ROOM)

* Room SS-7-A, Building'201 (O'Connor-)
14. I S RECORD SKA IKS DUPLICATKO CUSCWCFCT

I IP toes, srscirv AOKMCY on orrics)
0 YKS H NO

I I . ACCESS RESTRICTIONS O YKS 9 NO
( i f V M , CITS U A * ( B ) * RSOUkAYlewts) «

K . AUDIT MCQUIMCMCNTS *

* NOMC O BTATK O nCDCRAL O UAJCPENDCNT

17. IS AN INDEX SYSTEM USKDt ( | p VBS.KXTLAIM
• n i c r L v AKO OKscniwi A N Y HAftotAiift/aor-? a is j

ft YKS a NO « /
Alphabetical/Topic , .

I t . HKCfT+TtDCD WTENTION
Review files periodically.
Destroy material viien obsolete.

I * . NAME AND TITUC °* fWEF-AfCR

JOHN W. BAKER, PROGRAM MANAGER

2 * . TKUCTHONK NUMSEJI

1 ? 225-5392

2 1 . DATE

July 29, 1989

DCS IIO«4 (RCVISEO 2/«7)
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ITEM #6: RECORD SERIES DESCRIPTION;
Miscellaneous correspondence received by the Maryland Pharmacy Assistance
Program, copies of MPAP correspondence dispatched, program-generated
studies, projections of enrollment increases, financial expenditures and
program operating costs, and proposed legislative and regulatory changes.

ITEM #12 FILES BECOME INACTIVE;
Cannot be predetermined. Files are periodically reviewed to identify
material which is obsolete.


